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Abstract
Many times, non-profit organizations are very good at fundraising and running their
organizations. Many non-profits have limited documentation on their daily procedures, such as
operations, events, or fundraising. They have inadequate documentation of how their
organization operates. Many non-profits lack an essential part of their policy and procedures, the
Standard Operating Procedure manual (SOP). A non-profit organization should have an SOP for
the functionality of their organizations. This thesis project discusses why non-profit
organizations should develop and incorporate an SOP into their organization's policy and
procedures. This thesis also discusses the validity, importance, and advantages of creating an
SOP for their organization. This thesis used the qualitative research method and the descriptive
method to prove that using a Standard Operations Procedures manual in a non-profit
organization will enable the organization to run professionally and more efficiently. This thesis
project will use interview questions and survey results to prove the argument that non-profit
organizations should use an SOP. There is also a sample of the SOP manual from an existing
non-profit organization.
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Introduction
Imagine a new employee is starting in a new position. The new employee meets the
supervisor or someone from the HR department and is given their employee badge, the copy
machine code, and then taken to their new desk or office. The new employee is left there, and
they are never told their duties or how the organization runs. Not knowing anything about their
new position or the organization they are working for, the new employees sit at their desks,
wondering what to do next. Now imagine this same situation, but the new employee is given a
manual that will describe the organization's daily operation, how the organization functions, and
the duties of their new position. They are given a Standard Operating Procedure (SOP).
This thesis aims to prove that SOPs are essential to the daily operations of a non-profit
organization. Without an SOP, non-profit organizations will find themselves at a disadvantage
because their organization will not have the necessary tools to succeed. The organization will
not run efficiently, stay organized, or effectively transfer positions to a new member or
volunteer. This thesis project will discuss and prove the validity, importance, and advantages of
creating an SOP for a non-profit organization. An SOP will allow the non-profit organization to
run, manage, and govern a professional organization with proper checks and balances to meet all
goals and tasks and achieve its mission.
For this project, research and discussions have been completed regarding the use of SOP
in a non-profit organization by using surveys, articles, blogs, and research journals. Richard
Allen Cultural Center and Museum (RACCM) is used as a model for this project. The current
Executive Director took over leadership of RACCM's non-profit organization without using an
instruction manual or a proper SOP to guide their transition. When the current director took
over, she created a five-page handbook geared toward volunteers and their role in the
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organization. When joining the Board of Directors, I asked for a manual about the organization,
and I was given the volunteer handbook. I suggested that I could help them create an official
SOP for the organization. I have started the SOP process with the excerpt from the document
included in this project. We have established an SOP writing committee to complete the process.
The SOP committee for this project consists of the Executive Director and the Board of Directors
members, including this writer as the technical writer. Finally, this thesis project will be
concluded by reiterating the studies that prove the importance of an SOP to the success of any
non-profit organization.
Richard Allen Cultural Center & Museum (RACCM) History
The Richard Allen Cultural Center and Museum (RACCM) is a 501(c)3 non-profit
organization established on July 19, 1992, to educate the public about the rich history of African
Americans. It is the mission of RACCM to contribute to cultural awareness and provide
educational support services to K-12 students in the Greater Leavenworth Area. The museum is
located across from Bethel AME Church, a historic landmark and part of the underground
railroad.
Located in the first city of Kansas, Leavenworth, RACCM sits on the property of U.S.
Army Capt. William Bly, a Buffalo Soldier during WWI. His home and the addition in front of
the home serve as the museum. It serves as a community resource center, providing services to
the local area. According to their website, "The preservation and teaching of this history are
essential for all people, locally, regionally, and nationally, and fosters better interracial
understanding. Richard Allen Cultural Center and Museum brings together people in the present
time, working toward a goal of unity for the love of all people" (Richard Allen Cultural Center,
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2020). Most importantly, RACCM is setting the future by working with the community's
greatest asset, our youth.
The RACCM research and teach African American history. RACCM also preserves and
displays this history for all people to foster interracial understanding. RACCM offers tours that
cover local and Kansas Black History. In addition to exhibiting Kansas African American
military artifacts, RACCM tours cover local underground railroad stops, how African Americans
used their clothing and other means to communicate, and women’s contributions to Kansas
History. RACCM was also instrumental in locating and honoring a group of African American
female soldiers, the Women of the 6888th Central Postal Directory Battalion, deployed during
World War II. The museum exhibits the military history, including the Buffalo Soldiers,
memorabilia belonging to General Colin Powell, freedom papers from former slaves, and photos
from the Black Dignity Everhard Collection that dates back to the 1800s.
RACCM also hosts an after-school tutoring program, which provides tutoring and
mentorship to K-12th grade students in the Greater Leavenworth area. RACCM has helped
students in this community for over 23 years and has worked with over 500 students during that
time. RACCM's former afterschool program students have become doctors, teachers, business
people, actors, musicians, journalists, athletes, and parents.
The RACCM afterschool program provides students with one-on-one homework help
Monday through Thursday in basic math, algebra, geometry, chemistry, reading comprehension,
science, social studies, language arts, foreign language, and penmanship. The afterschool
program's goal is to help each student that it serves to achieve academic success by reinforcing
concepts introduced in the classroom and assisting students to apply the concepts learned in class
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so that they can retain what they learned. Academic success for each student is measured by
improvement in academic performance and maintaining superior grades.
The RACCM after-school program also provides mentorship to its students by exposing
them to positive role models who can help them develop their character. As students receive
homework help, they also build relationships with their tutors and mentors. RACCM tutors and
mentors are active duty and retired military personnel, retired teachers, retired principals, and
other concerned members of the community. These mentors help students make decisions, avoid
peer pressure, professional development, academic goal setting, and the college application
process. This component of the afterschool program is vital because it helps students develop the
skills to be successful in life.
The RACCM is governed by the Executive Director and the Board of Directors, and the
Executive Board. There are currently seventeen individuals serving on the Board of Directors,
including the Executive Director. According to the RACCM bylaws, “A member in good
standing is a member who has paid the annual dues each year” (RACCM Bylaws, 2016).
RACCM currently has eighty members who have paid their annual membership dues.
RACCM did not have an SOP in 1992 when the center was established. Currently, none
of the presently appointed Board Members had an SOP when they started in their position.
There have been many changes since the center's inception. RACCM has become more
community-centered, hosting many fundraising events during the year. It receives and manages
several private and federally funded grants and also hosts a robust afterschool tutoring program.
Chapter Descriptions
The RACCM is a non-profit organization that will be the model for this project. As the
professional writer on the Board of Directors, this writer will take the lead on the SOP project
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and work with a team of other writers, editors, and contributors to develop the new SOP. This
thesis project will cover five chapters regarding SOP for non-profit organizations. Chapter one
will introduce the definition of an SOP and the history of RACCM.
Chapter two will first discuss research methods results and then discuss the function and
reasons for an SOP. The Executive Director was interviewed to discuss the importance of the
SOP, and excerpts from that interview will be used. A survey was used to petition the RACCM
board members to gauge their opinions regarding the use of SOPs. This chapter will also discuss
the function of the SOP, why non-profits can benefit from utilizing an SOP, and why a non-profit
would need an SOP. This chapter will also discuss how the studies, articles, and material value
using an SOP as a part of their policy and procedures.
Chapter three will discuss the art of writing an SOP and how professional writers and
writing teams should engage when establishing SOPs for non-profit and other organizations.
This chapter will also discuss who should write the SOP, choosing be6ween technical writers, a
committee of writers, or both. When deciding what the writers will add to the SOP, the type of
SOP and the audience they will be writing must be determined.
Chapter four will present a sample of the actual SOP that is being written for RACCM. It
will encompass the museum history and Mission Statement sections, including the vision, key
values, and strengths. A section on daily operations will discuss museum membership,
admission, fees, tours, rules, and Covid-19 protocol. The SOP includes volunteer management,
which will consist of volunteer rights, goals, responsibilities of the volunteers, the relationship
between volunteers, and their relationship with students. Another SOP sample will come from
the Organization and Administration section, which will discuss program safety, weather
closures, emergency procedures, training, and background checks. The last section includes the
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RACCM administrative operations, meetings protocols, the Board of Directors, duties, and
budget information.
The final chapter will reiterate the data collected in this project's personal interview and
survey. The conclusion will also summarize how each chapter confirms the argument that all
non-profit organizations should have an SOP for their organization. This chapter will conclude
by stating why non-profit organizations need an SOP and how having an SOP would benefit the
organization.
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Chapter I: Types of SOP
Most major organizations, corporations, and governmental organizations have some sort
of policy and procedures in place to help govern their staff and account for their daily operations.
Non-profit organizations should be no different. Many non-profit organizations receive funds
from state, federal, or community donated funds, so they must ensure that they have proper
procedures and policies to ensure that they are operating efficiently.
What Is An SOP?
The use of an SOP is essential to how a non-profit organization will function. Without
an SOP, some organizations could be vulnerable to misappropriation or an organization's
inability to perform day-to-day operations effectively. An article by Brenna Barry, product
manager and CEO of Barry VA Solutions, discusses the step-by-step method. "SOPs are a
written step-by-step manual for any repeatable process that happens in a business. This could be
for anything from volunteer onboarding to blog posting to social media plans" (2018). A
properly written SOP will streamline, organize, and help the organization run more
professionally. A well-written SOP will cover almost every aspect of the organization's
programs, events, and policies used to run the program.
When there is a change of staff or leadership, an SOP will allow a smoother transition
with the new director or new board members, employees, and volunteers to the organization.
According to Stephanie Hashagen, staff writer and editor for The Houstonian states, "A written
set of guidelines helps ensure that all new hires get the same training, on the same topics and
responsibilities, in the same amount of time. Not only will this help ensure that new employees
settle in quickly, but it will also help save time and money in the long term" (2018). An SOP is
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the organization's handbook to its program's day-to-day operations, ensuring continuity across
the organization.
There are different types of SOPs to consider before starting the process of writing, and
they vary in complexity. Depending on the organization's needs, SOPs could use the checklist
method, the step-by-step procedure, the operations manual, the International Standards of
Operation, or the ISO-compliant manual.
The checklist SOP applies to a particular function or can be inserted into a complete SOP.
Jennifer Gaskin, a freelance writer, editor, and designer of multiple publications, states, “An
SOP checklist is a particular format for standard operating procedures that arrange job tasks,
functions, or other processes in a checklist format. They are often included in larger SOP
documents, but SOP checklists can also stand on their own” (2021). Utilizing a checklist is an
excellent way to start an SOP because it would ensure that the writer or writing team will not
miss any information when gathering information. For example, in Figure 1, the writer uses a
checklist to confirm the steps during the grant writing and application process. The writer would
then include the steps needed to manage the grants, including reports required to send to the
grant funder and state-regulated paperwork. These steps are essential, and a checklist could
ensure that nothing is missing from the process.
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Figure 1
Checklist Method

The step-by-step procedure is a step up from the checklist process to show the precise
steps needed to complete the operation. “Use this format for routine procedures that are short
and easy to follow. This type of format is generally a simple numbered or bulleted list with short,
simple sentences that are clear and easy for the reader to follow” (Lucid Content Team, 2019).
This type of format could be helpful for most nonprofit organizations that have a simple routine
with an uncomplicated daily operation. The step-by-step instruction could also come in the form
of a flowchart. This process could be used in the most standard form of SOP because the
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flowchart method of the step-by-step approach, as seen in Figure 2, will ensure that all steps are
recorded and the procedures will be complete.

Figure 2
The Step-by-step Flowchart Method

The operations manual and ISO compliant manual is another form of the SOP that is
detailed and comprehensive. The ISO compliant manual would work best for business because
of the detail needed and the more complex process a company could require. “ISO 9001 is a set
of standard requirements for general quality management systems. It is a part of the ISO 9000
family of international standards that affect most aspects of business operations and is the only
one in the family for which a company can get certified” (Papiewski, 2019). This type of SOP
format would require attention because the writer must be very meticulous to the details.
RACCM would be better fitted for the basic operations manual because the organization
requires more than the simplistic SOPs but much less than the complicated form of the ISO
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compliant manual. Their SOP must cover all aspects of their organization in an easy-tounderstand format that everyone can follow. Ingrid Kirst, the owner of IngridKirst Consulting, a
service program for Non-profit leadership, states, “A consistent organization-wide method will
be simpler for everyone. Create a template that every staff member will use so that all of the
information is stored in the same place and using the same format” (2020). The organization
must ensure its members will and can use the SOP. This phase is vital to the successful
implementation of the document into the organization.
The type of SOP a non-profit organization chooses is essential, and it is just as crucial as
the SOP itself. The SOP writers must use a format that anyone in the organization will
understand because this will keep everyone up to date with the organization and everyone on one
accord. Because of the SOP's importance to the non-profit organization, it does not matter what
type of SOP the organization chooses, just as long as it fits its needs.
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Chapter II: Why Are SOP’s Important for Non-profit Organizations?
SOP for non-profit organizations is a great tool that will help the organization stay on
task to meet its goals and effectively execute its mission. So, determining the type of SOP
needed is vital for the non-profit organization. RACCM’s Executive Director, Board of
Directors, and the SOP writing committee have determined their needs for an SOP and the type
of SOP they will create. Using the qualitative research method and the descriptive method will
prove the importance of SOPs to non-profit organizations.
Research Methods
This chapter centers around RACCM and its Board Member's thoughts about using an
SOP for their organization. Past research focused on writing and developing the SOP in the
medical, technical, and scientific world. This project focuses on the importance of an SOP from
a non-profit structured organization standpoint. Once the SOP is in place, the organization will
understand the need for the SOP and question how they ever operate their programs without one.
The function of an SOP and understanding how it can help the organization is vital to any nonprofit.
To explore the use of SOPs in non-profit organizations, the research method utilized is
the descriptive method which describes the participants' views regarding the use of SOP. The
qualitative research approach is used to survey and interview participants to explore SOPs in
their organizations. The participants in this study were all board members of RACCM and the
Executive Director. All of the participants reside in Leavenworth county, and they live directly
in the city of Leavenworth except for one. The male participants are African American, and their
ages range from 55 to 65 years. The female participants, including the Executive Director, are
African American with one White female. Their ages range from ages 55 to 75 years.
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The SOP can only be as good as the people and the organization they serve. Isin Akyar, a
researcher of quality control at Acibadem University Faculty of Medicine, states, "Everyone
should follow the procedure accurately with each and every step-in detail, and it is very
significant to train the user otherwise individual may interpret meaning in different ways"
(2012). Everyone must be involved in the success of implementing the SOP into the
organization. The Executive Director of the RACCM shared her thoughts on the importance of
an SOP to their non-profit organization and her experience regarding accepting the new position
without having an SOP in place.
The Executive Director’s Interview
The RACCM did not have an SOP in place when Mrs. Edna Wagner took over the
position of Executive Director of the center. She was disappointed that her transition was not
smoother than it could have been. Mrs. Wagner stated, "It was a very trying time early in the
process, and I went home many nights crying and frustrated. I prayed, and I knew that Lord
would make sure that I was successful" (2021). Mrs. Wagner wants to turn her beginning
disappointment in the program into a success by creating an SOP for the organization.
Mrs. Wagner had expectations and plans for RACCM, and she wanted to make sure that
the program would grow under her leadership. She stated, "There was a seed that was planted,
and it was beginning to take root. I wanted to add to that seed and water it to make sure that it
grows into a beautiful flower" (2021). This type of growing phase is the type of accomplishment
she would like to see for the RACCM.
Could a handbook with a daily routine of how things worked have made her transition
into her new position be more accessible? When she was hired, she asked if there was a formal
process to apply and manage grants. Mrs. Wagner stated, “I was shocked when I was told that
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someone used to kind of take care of that" (2021). She was concerned that there was no ongoing
organized system to handle reoccurring procedures and events every day, which she wanted to
change.
Since RACCM is creating an SOP for its organization, I asked Mrs. Wagner what she
would like to see in the newly created SOP. She answered, “I would like an SOP written that
will cover the general duties of the museum. I would like to include every available office
position and its duties. I would also like to include the Board of Directors and their
responsibilities. This way, everyone can be held accountable. When everyone knows what they
are supposed to do, the team can start connecting, so there will be no gap in the link" (2021). An
SOP of this caliber would need to be a well-thought-out document involving a professional
writer or a writing team to ensure every section is covered in the SOP that the organization
requires.
The museum section would need to cover the museum’s basic operations, such as
staffing, volunteers, collection storage, acquisition, exhibits, marketing, and tours. Mrs. Wagner
stated, “The museum house a large collection of African American artifacts that date back to the
1800s. So, a section for the museum must be included in the SOP” (2021). Protecting these
assets is vital to RACCM and the community because it tells the story of the community. A
section in the SOP regarding position descriptions of offices held will include the Executive
Director and other paid staff. Different positions to include in the SOP are the Executive Board’s
officers, i.e., the President and Vice President, Secretary, and Treasurer. The SOP will also
include the board members, duties, each working committee, and their function and
responsibility to RACCM. These positions are the positions that govern and keep RACCM
running in excellent condition.
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Volunteers are an essential part of any non-profit organization, and RACCM is no
different. Mrs. Wagner’s position is the only paid position in the program. So, the new SOP
must address volunteers. Mrs. Wagner stated, “I would like a section for the volunteers and their
duties to the tutoring program and the museum. We would also need to address how we should
handle background checks, especially for volunteers of the tutoring center working with students.
I would like a section that manages the criteria for the tutoring program, such as the student
volunteer relationship. Keeping our students safe is our number one priority" (2021). This
section is significant due to the state and federal laws that cover the care of children, such as
adult-to-child ratios, requirements of child abuse training, CPR and first aid training, and
mandatory reporting training. The writers will need to ensure that the SOP address job
descriptions for volunteers, student volunteer relationships, state-regulated enrollment forms,
health assessments, immunizations records, and training.
RACCM receives many grants from different agencies covering everything from supplies
to computers for the tutoring program and building maintenance. The way an organization
handles its program speaks volumes to grant funders. Many grant funders want to see a
functional SOP to ensure their money goes to a well-organized organization. Mrs. Wagner
states, "Grant funders want to make sure their money is spent properly" (2021).
An SOP is an asset to any non-profit. Every board member, volunteer, and staff member
should have a copy of the SOP. The SOP would provide continuity for the organization and the
people running the organization. Mrs. Wagner stated, "The SOP will also give everyone an
expectancy of what my expectations are as the Executive Director. Also, the expectation of the
museum and cultural center and give the potential new board member a chance to decide if they
would like to join the Board of Directors.
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The SOP will also allow all in the organization to know the duties of other positions if
they need to fill in for another board member or volunteer" (2021). The SOP will ensure that all
positions are always covered and no interruption in the program's quality. An SOP would have
significantly benefited Mrs. Wagner and new board members to get themselves accustomed to
the daily operations of the organizations where their skills and talents can be of use to the
organization. Mrs. Wagner states, “I want to make sure that the board members and volunteers
know that the SOP is a living document. Everyone will have input on how we proceed” (2021).
As a living document, the SOP will continually change as the organization grows and changes.
RACCM Board Members Survey Results
Imagine an author writing and completing an autobiography without interviewing the
person they are writing about or their family members. In order to write an effective SOP for an
organization, the individuals within the organization must and should be included. They carry
the knowledge and the history of the organization. The surveys were emailed to the board
members to assist me in gauging their thoughts regarding establishing the SOP for RACCM.
This information will be necessary as the writers finish the document. I have completed my data
compilation and evaluated the results. The participants were asked question 1, “Do you think
that SOPs are critical to non-profit organizations?” In Figure 3, 100% of those surveyed agree
that utilizing SOPs is critical to any nonprofit organization.

Figure 3
Question 1 Results
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The participants were asked question 2, “Thinking about my above definition of an SOP,
what are your thoughts on having an SOP for RACCM?” The participants agreed that RACCM
would benefit from an SOP. Most participants stated that having an SOP is a “very good idea,
imperative, and I support an SOP.” One participant said, “I believe that an SOP would greatly
benefit RACCM programs and the people that use the programs. For example, the volunteers,
board members, and the director would have a clear view on what their role is” (Survey
Participant). Another participant stated, “It is a great idea to have standards on how we conduct
business” (Survey Participant).
A functioning SOP is critical to the success of any non-profit organization. The
participants were asked question 3, “In what ways do you think that an SOP would help how we
function at RACCM? Please give examples.” One surveyor stated, “The SOP will assist future
Directors, and board members know what has been set up and what the practices have been”
(Survey Participant). Another participant who discussed procedures stated, “The SOP will
provide a collective set of procedures unique to the organization to ensure goals are met in an
effective manner” (Survey Participant). The last participant stated, “The SOP would also bring
continuity for the organization keeping all those involved in agreement with each other” (Survey
Participants). All of the survey participants understood that an SOP added to RACCM would
enhance and improve the organization.
Coming onboard to a new job is never an easy task. Having an SOP will help newly
hired employees or new volunteers transition to their new position. Question 4 on the survey
states, “Do you think having an SOP could have helped with your transition when you accepted
your seat on the Board of Directors or your volunteer position? All the participants who
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answered the question in Figure 4 agreed that an SOP would have helped their transition.

Figure 4
Question 4 Results
When asked Why, one surveyor stated, “When I came on as secretary, the previous secretary had
already moved. For my position, it would have helped in knowing how things had been handled
before. Fortunately, I had been in this type of position before.” Another surveyor stated, “Yes,
because I would have known exactly what my duties were before I started my position.” Also, I
could see in writing everything that RACCM does as an organization and their process” (Survey
Participants). An SOP would enable everyone working in the organization to be on one accord
in accomplishing tasks and projects. One could also know the vision and mission of the
organization and the goals for their day-to-day activities.
Question 5, the last question on the survey, asks, “What would you like to see added to
the RACCM SOP that will aid in our efforts to serve the community and help the overall running
of the program?” The participants have some excellent ideas that the writing team of the SOP
should incorporate into the document. One surveyor suggested, “We need an SOP for each
board member and volunteer position” Another surveyor suggested, “We need more specific
job descriptions, especially for the Executive Committee members; this would help maintain
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continuity.” Another surveyor stated, “I would also like to see a meeting agenda format,
information regarding reoccurring grants, the management of those grants, and the RACCM’s
programs' day-to-day operations” (Survey 2021). The members of the Board of Directors who
responded to the survey realized the SOP will bring proficiency to the organization. Everyone
knowing how their position works will allow the non-profit to run professionally and efficiently.
There is an overwhelming response in support of creating an SOP for RACCM. “It is a
wonderful thing when a staff member knows a process and can execute it efficiently. But what
happens the day that they need backup. It is a sick day, or they have moved on to another
opportunity. The next person might not be so efficient” (Barry, 2018). SOPs will bring a sense
of confidence and continuity to the organization, enabling them to focus on their mission and
service to their community.
Discussion
The Functions Of an SOP
A non-profit organization without an SOP is like putting together an intricate piece of
furniture without instructions. It is impossible to know where the pieces go without detailed
instructions on successfully assembling the furniture. According to Kate Brush, a Technical
Writer with TechTarget states, “An effective standard operating procedure clearly explains the
steps taken to complete a task and informs the employee of any risks associated with the process.
The manual should be brief and easy to understand, with a focus on how things should be done
rather than what needs to be done” (2019). As a result of the survey shows, the SOP must reflect
the needs of the non-profit organizations and what the organization wants to accomplish.
In the case of RACCM, they had not created an SOP, so they will need a comprehensive
document that will define their goals for the program. As stated, earlier the best SOP method that

STANDARD OPERATING PROCEDURES (SOP)

24

will meet the needs of RACCM will be the Operation Manual method. The SOP will function as
a manual that represents every aspect of an organization's activities. The SOP is written
internally for the people working and volunteering in the non-profit organization and the
occasional grant funder interested in their day-to-day operation. Writing the SOP will take time
and many revisions; it is a living document, and there will always be modifications. Olive
Pearce, a writer of regulatory requirements at Montrium Commercialization, states,
“Maintenance has the utmost importance. Be mindful that your organization has just spent a lot
of time, energy, and money on these documents. Without a periodic review of SOPs and regular
updates, they can quickly become out-of-date, which would be a complete waste of the time,
energy, and money investment that you and your team have made” (2016). RACCM SOP
Writing Committee must ensure that the document will be reviewed and updated regularly.
The RACCM Writing Committee consists of this writer as the technical writer and
project lead, the Executive Director, and three other members of the Board of Directors. Once
written, the SOP must be tested thoroughly. The best way to test the SOP is to allow those that
use it the most to go through some of the processes in the document to determine if there are any
gaps or errors. Suzanne Kearns, a content writer for Writers for Hire, suggests, “No matter how
much work goes into the creation of an SOP, it is a sure bet that it contains errors. And if you
created a large document, it probably has a few. But even if you somehow managed to pull off
the miraculous and produced an SOP with no errors, you can still benefit from SOP testing”
(2019). This step is essential since they play a vital role in reducing unnecessary repetition of
reworks because repetition is another form of the ineffectiveness of not using and SOPs.
Once the SOP is finished and tested, the document should be voted on and approved by
the board of directors of the non-profit, just as they vote and approve of their bylaws. The
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requirements of the non-profit organization will influence the success of the SOP. Overall, the
SOP will make the duties of the volunteers less complicated and enable them to work more
efficiently. It will give the organization an advantage by providing an organized and stable
environment.
How the SOP Will Help Organizations
SOP helps the organizations and companies stay focused, organized, run efficiently, and
help the organizations complete day-to-day and more complex tasks. They can focus on
consistency, legal and moral requirements, and the training and onboarding of new members and
staff. Lean Eisenstein, a content contributor for strategy and marketing at Board Effect, a
solution for non-profit leaders, states, “The benefit of having clear and accessible policies and
procedures is that they ensure that everything gets managed consistently. Nonprofit policies and
procedures ensure that the organization responds fairly and equitably in all situations” (2019). It
would be disadvantageous to the organization if its procedures were not documented
appropriately. This type of mistake would cause volunteers and other staff members to be
improperly trained because they did not have the pertinent information to perform their job. The
SOP will enable continuity in the organization and a seamless onboarding process for new
volunteers.
SOPs will help nonprofit organizations be consistent with legal and moral requirements
of the organization standards, community, and the regulations of the law. “Depending on your
industry, you may be required to have written SOPs that protect your employees and/or
customers and ensure that you will not be held legally responsible if something goes wrong”
(Hashagen, 2021). Non-profits have a responsibility to the community they serve. Their
reputation could depend on the ability to maintain and govern their organization correctly. The
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website on the National Council of Non-Profits states, “It is so important that charitable
nonprofits continuously earn the public’s trust through their commitment to ethical principles,
transparency, and accountability. If only one donor loses confidence in a charitable nonprofit
because the nonprofit behaves unethically, that is one too many” (2018). The utilization and
checks and balances that an SOP provides will ensure non-profit organizations abide by their
state’s laws and the community's moral standards. These checks and balances will enable the
non-profit to keep the integrity of their reputation, allowing them to serve their community
better.
The SOP can also help orient new volunteers and staff members to the organization and
successfully start their new position. Allison Gauss, writer, and Senior Content Creator for
Classy, a non-profit platform states, “Everyone in your organization has a different sphere of
knowledge and responsibility. Defining basic practices empower your whole team to respond
when an issue arises” (2021). Volunteers are essential to the running of any non-profit
organization. Organizations must have the time and staffing to train and manage their volunteers.
“Best of all, a volunteer handbook provides a consistent resource that staff, volunteers, and even
donors can reference” (Gauss, 2021). Many non-profit organizations do not have the staff to
train new volunteers continuously. Some organizations are short-staffed, and some only utilize a
volunteer workforce, so they do not have the staffing to complete a proper training process. An
up-to-date SOP will ensure that everyone understands what is expected of the volunteer or staff
member, ensuring that the organization will continue to run efficiently. An SOP will also
increase the communication between the volunteers, the director of the organization, or those
training the volunteer. Joanne Fritz is an expert in non-profit business and writer for the Nonprofit Organization Expert for The Balance. She states, “When you include communication
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methods and contact information, you also decrease the amount of "baton-passing" it can take to
answer a volunteer's question or organize schedules” (2020). The SOP would not replace a new
employee or new volunteer training, but it will enhance and complement their training. The SOP
would also give the new employee or volunteer a written document about the organization's daily
operations.
Why Do Non-Profit Organizations Need An SOP?
Non-profit organizations are the backbone of their communities. UpCounsel, a network
of lawyers, states, “The purpose of nonprofit organizations is generally to improve quality of life
for others at a community, local, state, national, or even global level. These organizations are not
dedicated to private or financial gain but the advancement of public interest” (2020). Non-profit
organizations need and should have an SOP to assist in the running of their organization. They
have much work to do in their community, and they need a proper set of instructions to help
them with the procedures. The writers of Mission Box, an online hub for non-profit, suggest,
“Good policies promote decisions that align with your organization's values while giving you
flexibility in how to act. Procedures are dynamic, often changing in response to factors such as
new programs, legislation, technology, and staffing” (Shaw et al., 2013). Non-profit
organizations must ensure that they adhere to the community's desires and needs and stay wellinformed of any legality or policy changes that would affect the organization.
An SOP will ensure consistency, efficiency. Pearce states, "SOPs help you to evaluate
more than what you are doing now but also help you decide how to move forward. An SOP is a
useful business tool as it communicates the correct way of carrying out an activity within your
organization" (2019). A well-written SOP will add professionalism and structure to the
organization, allowing them to function effectively and smoothly.
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An SOP will ensure consistency within the organization. David Oragui, Senior SEO
Strategy Lead for Insane Growth and content writer for the Help Juice blog, says, "Simply put:
SOP makes both decisions and processes more automatic for your team at all times" (2019). An
SOP will ensure that the non-profit organization will act in good conscience and operate morally
and ethically. A functioning SOP will create an excellent system of checks and balances for the
organization's daily operation and all those involved. "Developing SOP ensures your team knows
the most efficient and effective way to go about a certain task. This means you will be
expending fewer resources to experience optimal results, regardless of the task at hand" (Oragui,
2019). As the SOP is written, the technical writer or the writing team must keep the
organization's wants, needs, and goals at the forefront. This thought process will ensure that they
create a document that will guarantee that consistency and efficiency will be the absolute
standard.
SOPs are a necessity for non-profit organizations. There is much to be considered when
writing the SOP. The process must be overseen with much thought and consideration because
the non-profit organizations will depend on it. RACCM survey participants overwhelmingly
agreed that an SOP would be an asset to the organization. The SOP Writing Committee has
determined why an SOP is needed and the type of document that will fit its needs. Now the
writers must determine the measures they need to take to write and implement the SOP.
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Chapter III: The Art of Writing an SOP
It has been determined that non-profit organizations need to have an established and wellwritten set of instructions that will help to manage their organization. The SOP will be their
database of knowledge, and in the case of RACCM, their SOP must be a manual that represents
the essential aspect of its organization's activities. The steps to writing the SOP must be
evaluated, calculated, and well documented.
An organization without an SOP could be compared to putting together an intricate piece
of furniture without instructions. Once the buyer opens the box, separate the pieces to take
inventory, but the instructions are missing. They do not know if any pieces are missing, nor do
they know how to assemble the furniture without detailed instructions to guide their process.
The buyer does know that without the instructions, it will be complicated to assemble the
furniture. The buyer depends on the expertise of the technical writer or writing team to ensure
that the instructions are comprehensive and complete.
Who Is Writing the SOP?
RACCM had to determine who would perform the writing for the project. They can hire
a technical writer or assemble a writing team committee, and for this thesis project, RACCM
decided to work with a technical writer and a writing team to assist with the project. According
to Benya Clark, a lawyer, teacher, and content writer for The Writing Cooperative, “It will not
take you long to see that collaboration can take your writing to a higher level. Your writing team
can catch mistakes you missed, provide an outside perspective, and even act as a support group
when you are feeling frustrated by the writing process” (2018). It was imperative that RACCM
establish its committee of writers in the early stages of the project. This way, everyone is on one
accord from the beginning to the end of the project.
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When establishing their team, RACCM wanted to allow those who will gain the most out
of the SOP to have a voice in how the document is written. A content writer for Keeni Space,
Lucas Brown, agrees, “Writing a standard operating procedure should be a team effort. The
people who perform the process day-to-day are the real experts on it. What is more, they are
likely to brainstorm improvements. Involving the people who will use it helps to define the
process and uncover improvements while you write an SOP” (2019). When central members are
involved in the writing process, everyone will ensure that all critical areas are covered, which
may aid in fewer revisions.
RACCM has established a committee of writers from the Board of Directors to assist in
the project. “Begin with your board of directors or trustees. Ask them to define their role in
policy and procedure development. Some boards want to be actively involved, while others
delegate responsibility for development and implementation to the executive director or chief
executive and ask only to review written drafts” (Shaw et al., 2013). The Executive Director
picked a committee member of writers with knowledge of the organizations, how each program,
event, and activities function. The Executive Director, a technical writer who is a member of the
Board of Directors, and other Board Members who are crucial in running the organization should
be on this committee. Mark Edelman, a technical writer in the pharmaceutical industry, states,
“The writer of SOP’s plays a critical role in an organization because he or she is defining the
activities of the organization itself” (2003). It is vital that everyone on the committee work
together to complete the project. Now that they have established their committee, they must also
determine the type of SOP they would like to create.
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The Elements of the SOP
Before the SOP is written, the writers must determine their goals for wanting to create the
document. Oragui suggests, “Identify any pain points or obstacles that currently exist within
your organization’s processes. This will allow you to be more specific in determining exactly
how your team will be more productive with an SOP in place” (2019). Having a clear set of
goals will ensure that the SOP will successfully create a document that elevates the
organization's mission. In the case of RACCM, the SOP will allow the Executive Director and
the Board of Directors the opportunity to run their organization more efficiently.
It was determined earlier that the RACCM will use the standard Operation Manual
method to create their SOP. Now the committee must decide what to include in their SOP. This
stage is where the committee will conduct their research and gather the information to complete
the project. According to Kimberlee Leonard, a professional writer for Biz Fluent, a website for
entrepreneurs, “Creating a policies and procedures manual helps provide clear protocols for
consistency in an organization. Focus on key areas when writing policies and procedures manual
for a non-profit organization” (2019). RACCM must ensure that the SOP covers the most
important aspects of their organization. The committee of writers has decided to start the SOP
with the organization’s mission, operations, history, information about the Board of Directors
and their duties, the budget, and volunteer management information.
Other areas they may want to consider should be fundraising and legalities. “Non-profits
are given tax-exempt status through the Internal Revenue Service. This status is revocable if the
non-profit does not conduct itself appropriately and any legalities that would affect their
organization” (Lenorad, 2019). Non-profit organizations must be careful with their fundraising
efforts or any avenue where they could receive monetary contributions. State and federal laws
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govern how they receive money from activities such as fundraising, donation, and grants. There
is a system of checks and balances, and non-profit organizations must guarantee that they follow
the proper protocols and guidelines.
The way the SOP is written will be just as important as what is included in the SOP.
Kate Eby, a senior content specialist at Smart Sheet, makes these suggestions when writing an
SOP: “Write concise, clear, step-by-step instructions, with details in the order they occur. Where
possible, avoid jargon and long or technical words; write in the third person using an active
voice. Create SOPs in the language, style, and format best suited to your organization” (2019).
If the writers create an SOP that no one can understand or follow, then the SOP is rendered
useless.
While the SOP will encompass the most critical aspects of any non-profit organization,
they do not have to include every single detail. “Some activities are not suited to SOPs,
including some management functions, as well as personal techniques staff apply to their work.
The purpose of the SOP is not to lock down all behavior, but to control the quality and
compliance of important behavior” (Eby, 2019). In short, the SOP covers the procedures that
would apply to the daily operations of the organization. It will be the users of the SOP that
should assist with determining what goes in the SOP and how it is used.
The SOP Audience
The audience of the SOP will be the users of the SOP; let the audience be the guide. In
the case of RACCM, the audience/users will be the organization's volunteers. The Executive
Directors, The Board of Directors, and any organization’s volunteers will benefit from a wellwritten SOP. Oragui suggests, “It is important that you know who will actually be engaging in
the procedures in question, as this will enable you to create the SOP document with these
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individuals in mind. You need to have a clear idea of who within your organization your SOP is
being created for” (2019). Identifying the audience before writing the SOP will tailor the
document to them specifically.
RACCM is very familiar with their audience and their abilities, and the knowledge of
their audience. Jen Ciraldo, a content writer who works with corporate clients and content
marketing directors, suggests, “Your audience will guide the level of detail in your standard
operating procedures and the language you use. If you are addressing a group already
experienced in this particular process, you might opt for more technical wording” (2021).
Knowing or getting to know the target audience is another step closer to creating an effective
SOP. The art of writing an effective SOP is identifying who is writing the SOP, understanding
the goals to be attained, and recognizing the SOP’s audience. These steps will improve the SOP
writing process. Once RACCM decided that an SOP was needed, the committee started the
writing process by gathering facts about its daily operation, historical documents, and
procedures.
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Chapter IV: RACCM’s SOP
Members of the RACCM’s Executive Director and some of the Board of Directors,
which included this writer as the technical writer, established an SOP committee to pursue
creating this document. Once completed, the SOP will be a guiding document to assist the
RACCM in their daily operation. The SOP will keep them organized and enable them to run the
organization more successfully, efficiently and provide cohesiveness to the program.
The writing committee is starting the writing process by documenting its day-to-day
operations, activities, events, and any known history of RACCM. The committee also includes
positions, duties, their meeting process, and meeting agenda. Below is an excerpt from the SOP
that the committee is currently writing.
Excerpt from the RACCM SOP
Richard Allen Cultural Center & Museum
RACCM Museum History
 July 1992 - Richard Allen Culture Center opened in the former home of U.S. Army
Captain William Bly.
 2002 - Annex added for display space and the after-school tutoring center.
 August 2008 – The first Annual Jazz by the River Benefit Concert fundraiser. (August)
 July 2016 – Bronze bust of Cathay Williams unveiled outside of RACCM
A. Mission
a. Mission Statement
i.
The Richard Allen Cultural Center & Museum is a 501(c)(3) non-profit
organization. The mission is to contribute to cultural awareness, provide
education support services, and improve and enhance technology,
computers, and educational experiences to K-12 students in the Greater
Leavenworth Area.
ii.

RACCM teaches African American history and promotes cultural
activities to encourage intercultural awareness of its shared history as
Americans.
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The after-school tutoring and mentoring program is staffed by retired
teachers, active-duty military officers, and community members
dedicated to supporting K-12 students seeking extra academic support
(RACCM, 2021).

B. RACCM Vison
a. RACCM seeks to recount the rich history of African Americans from the local
community and beyond.
C. RACCM Key Values
a. Professionalism
b. Community
c. Research
d. Commitment
e. Education (Students)
f. Encouragement (Students, families, and the community)
D. RACCM Strengths
a. Community
b. Collection
c. Collaboration
d. Staff
RACCM Operations
E. Daily Operation
The Executive Director and museum volunteers manage RACCM.
a. The RACCM will open Monday – Thursday 11:00 AM – 6:00 PM and Friday
from 11:00 AM – 4:00 PM for tours and shopping in the gift shop. Tours are also
conducted on the weekends by apportionment only.
F. Admission, Fees, and Tours
a. Admission to the RACCM is by donation.
b. RACCM Tour
i. The tour costs $5.00 per person for a 2-hour duration.
c. Buffalo Soldier Monument Tour:
ii. The tour costs $5.00 per person for a 1½ hour duration.
G. Museum Membership
a. Any individual, organization, or corporate entity interested in encouraging
research, study, and fostering greater awareness of African American heritage and
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who has paid annual membership dues is accepted for membership in the Richard
Allen Cultural Center & Museum, Inc.
iii. A member in good standing is a member who has paid the annual dues
each year. Each member shall notify the Secretary of their name and
address.
1. Individual/family support
a. Individual Membership $15.00
b. Family Membership $25.00
c. Patron Membership $50.00
d. Contributing Membership $100.00
2. Business/organization sponsorship
a. Bronze Level Sponsor $250.00
b. Silver Level Sponsor $500.00
c. Gold Level Sponsor $750.00
d. Platinum Level Sponsor $1000.00
H. Museum Rules
a. Children are not permitted in the museum without adults for safety reasons.
i. RACCM will explain the rules of the museum as the children enter. This
rule is for their safety and the safety of others.
ii. RACCM will encourage children to use their walking feet and inside
voices while in the Museum.
iii. RACCM will ask that children keep their hands to themselves and do not
engage in fighting play.
I. ADA Requirements
a. The Americans with Disabilities Act (ADA) Amendments Act of 2008, Title III
prohibits discrimination based on disability.
i. RACCM requires that a clear pathway be maintained to the museum and
inside the museum at all times.
J. Covid-19
a. RACCM will take the following Covid-19 protocols in an effort to keep our
patrons, volunteers, and students safe.
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Anyone coming into RACCM must have their temperature taken, be
asked to use hand sanitizer, and must wear a mask at all times.

ii.

Anyone who is sick or displaying symptoms will be asked to leave the
building.
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K. Volunteer Management
a. Volunteer Rights: Volunteers for RACCM have the right to:
i.
Learn about the organization.
ii.

Train for all position

iii.

Undergo regular performance evaluations

iv.

Receive guidance and direction

v.

Be heard and recognized.

b. Volunteer Program Goals
i.
The goals of the Volunteer Program is:
1. To improve and develop the services of the program utilizing
qualified volunteers.
2. To provide the opportunity for the community to engage and
become involved in all RACCM programs.
3. To foster an environment where qualified volunteers can learn new
skills and further education through the museum's selection,
training, and placement.
4. To ensure that all volunteers complete the Volunteer Application
form and agree to an interview.
5. To guarantee that all applicants will not be discriminated against
based on race, creed, age, sex, or physical disability.
6. To ensure that all volunteers under the age of sixteen obtain
permission from a parent or guardian.
7. To guarantee that if volunteers cannot perform their assigned
duties, every effort will be made to find tasks better suited to their
interests, abilities, and schedule.
c. The Responsibilities of RACCM Volunteers
i.
Maintain a professional business atmosphere in the workplace.
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ii.

Respect timelines associated with their duties, ensuring that any funding
obligations are met.

iii.

Notify the museum well in advance if they are unable to meet scheduled
work commitments.

iv.

Maintain confidentiality in areas of particular sensitivity, such as
fundraising and collections.

v.

Maintain integrity regarding financial compensation for regular
volunteer services rendered on behalf of the museum.

vi.

Maintain all health and safety procedures for work areas.

vii.

Provide a timetable of their availability to the museum to assist with
scheduling.

d. The Staff/Volunteer Relationship
i.
Museum staff will provide a safe and supportive working environment
for volunteers.
ii.

Staff working with or supervising volunteers will receive them as
colleagues and provide appropriate training and encouragement.

iii.

The staff will make the best possible use of the volunteers' skills,
interests, and prior experiences and strive to provide challenging and
meaningful opportunities to further acquire relevant skills and
experiences.

iv.

Volunteers will respect the staff hierarchy and reporting authority.

v.

Volunteers will accept staff guidance and direction and exert themselves
to learn and acquire new information and skills from the staff.

vi.

Volunteers will make a responsible commitment to their work and carry
out their duties as efficiently and independently as possible.

vii.

Board members volunteering time outside of board activities do so as
volunteers, and the staff reporting authority applies.

e. Volunteer Relationship with Students
i.
Volunteers will show and patience and a positive attitude with students
and other volunteers.
ii.

Volunteers will provide a safe environment where all our students can
have a fun and unique learning experience.
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iii.

Volunteers will assist in awakening the student’s interest in a wide range
of topics.

iv.

Volunteers will encourage parents to be engaged with their children
while talking about life lessons.

v.

Volunteers will provide excellent customer service to all students and
parents

vi.

Volunteers will encourage the students to have fun and give back to their
community.

vii.

The following guidelines should be followed when working with
students:
1. Volunteers should have a welcoming smile when students or
parents approach.
2. Volunteers should greet both adults and children.
3. Volunteers will talk to the students
4. Volunteers will and ask open-ended questions.
a. Showing an interest in what the students are doing.
5. Volunteers will be available.
6. Volunteers will pay close attention to the students.
7. Volunteers are not permitted to use their cell phones while students
are present.
a. If there is an emergency call, the volunteer will leave the
area after ensuring no child is left alone.

viii.

Volunteers will answer parents or student questions with a smile and
listen carefully to the request or question.

f. Volunteer Hours
i.
Volunteers must sign in and out every time.
1. The sign-in sheet is located at the front desk
a. Offsite volunteers must email the date and hours to the
volunteer manager at the completion of the project.
2. Volunteer hours are tracked for the annual report, grant writing,
and volunteer appreciation.
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Community Service Volunteers who are required to perform courtordered community service must notify the Volunteer Manager before
volunteering.
1. It is not necessary to discuss specifics of the nature of the events
that lead to community service hours.
2. If the offense involved violence or children, RACCM would not be
able to accommodate those volunteers.

L. Dress Code
a. The dress code at the RACCM is casual and represents a good image of the
program.
M. Smoking/Drugs:
a. In response to state and local laws and building codes, smoking is not permitted in
or around our building.
i.
These laws include private offices and other common areas.
Drugs/Alcohol The possession, use, or sale of drugs or alcohol is never
permitted in the Museum.
N. Terminating Volunteer Service
a. On rare occasions, volunteers may not be performing their duties appropriately.
The volunteer Manager will meet with the volunteer to determine what actions
need to be taken to improve the volunteer's performance.
i.
It is possible that after several attempts to correct conflicts, a volunteer
may be asked to leave.
O. Organization and Administration
a. Safety
i.
The safety of our students is the RACCM’s top priority in the tutoring
program.
1. Policy, programs, and classes are all designed with this in mind.
Volunteers will walk around to see what is going on.
a. Volunteers will intervene when risky behavior is noticed.
ii.

All safety issues must be addressed immediately
1. If there is a serious risk, report it to the Executive Director or their
representative immediately.

b. Weapons
i.
No weapons are allowed in city buildings.
ii.

Weapons are guns, knives (larger than pocket knives), and other objects,
blunt or sharp, that could do bodily harm.
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There is a "No Weapons" sticker on the front door of the Museum and
Tutoring program.
1. If a guest violates this rule, volunteers must inform the Executive
Director or their representative immediately.
a. This policy may change in the future for staff only.

c. Weather Closures
i.
RACCM follows Leavenworth USD 453 School District's guidelines for
inclement weather closures.
ii.

If Leavenworth USD453 is closed due to snow, the Richard Allen
Cultural Center After School Tutoring and Mentoring Program will be
closed as well.

iii.

If a volunteer is scheduled for a shift on a day that RACCM is closed for
weather, the volunteer will be contacted by the Volunteer Manager.
1. When in doubt about possible closure, the volunteers will call the
museum.
a. They can also check channel 41 Action News Feed.

d. Emergency Procedures
i.
In the event of a fire or other emergency, volunteers will be directed by
staff members.
ii.

The type of emergency will determine evacuation.

iii.

Parents will be notified by phone/text message where of their
student/students’ location.

iv.

In case of fire, staff members will locate and direct all students, staff,
and volunteers to the nearest fire exit.

v.

In case of a tornado or severe weather, RACCM will move to the two
locations on the lower level of the museum that has been designated as
shelter areas and communicate with staff and parents via text messages
and phone calls.

vi.

In case of a (robbery, hostage situation, escaped fugitive), the museum
staff will lock all doors and call 911. Volunteers, staff, students, and
guests will be given instructions on staying safe.

P. Training
a. Volunteer Training
i.
All Volunteers working with students will attend the following training:
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ii.

Child Protection Training
1. Volunteers working with children in the tutoring program will be
trained to recognize physical abuse, emotional abuse, neglect, and
sexual abuse stages.

iii.

Mandatory Reporting
1. Anyone volunteering at the tutoring program is a mandatory
reporter in the state of Kansas for child abuse and neglect.

b. CPR and First Aid Training
i.
Any volunteers working with the tutoring program will attend CPR and
First Aid Training.
Q. Background Checks
a. Background Checks
i.
Adult volunteers working directly with children must undergo a criminal
background check before volunteering.
ii.

Volunteers will pay costs of the $20 background check fee. RACCM
uses Verified Volunteers for background checks.

iii.

Previously submitted background checks from other sources may be
submitted and used at the discretion of the Volunteer Manager.

iv.

Youth volunteers do not need to undergo a background check but may
be required to provide references.

v.

Volunteers who may not contact children, such as volunteers providing
marketing, IT, or fundraising expertise, may be exempt from this
requirement.

RACCM Executive Operations
R. RACCM Meetings
Any member of RACCM who has paid annual membership dues is accepted for membership
in the Richard Allen Cultural Center & Museum, Inc.
a. A member in good standing is a member who has paid the annual dues each year
and will notify the Secretary of their name and address.
i.

All meetings will be held on the 3rd Monday of every month at 6:30 PM.

ii.

If the holiday falls on the third Monday, the meetings will be held on
Tuesday.
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b. Executive Committee Meetings
i. The Executive Committee meetings at 6:00 PM.
ii. The Executive Committee consists of the President, Vice-president,
Treasurer, Assistant Treasurer, Member at Large, and Secretary.
c. Annual Meetings
i. All Annual meetings of members will be held on the third Monday in
January each year, at a time and place designated by the Board of
Directors.
ii. Each annual meeting will be written notice to each member in good
standing, either by mail or email.
iii. All notices will be sent to each member thirty days before the annual
meeting.
d. Regular Meetings
i. Regular meetings will take place on the 3rd Monday of each month at
RACCM unless the Board is notified of a location change.
e. Special Meetings
i. Special meetings of members can be called at any time by a majority of
the Directors.
ii. The Board of Directors can also call a special meeting if requested in
writing by members representing no less than 10% of the membership of
the RACCM.
iii. No business other than that specified in the notice of the meeting shall be
transacted at the special meeting.
f. Roberts Rules of Order
i. The current revision of Roberts Rules of Order will be used for all Board
meetings.
g. Voting
i. Every member entitled to vote at any election shall have one vote.
h. Quorum
i. In order to hold a meeting, vote, or conduct business at RACCM, 34% of
members in good standing must be present for a quorum.
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1. Eligible members of RACCM are allowed to vote by proxy.
i. Order of Meeting
i. The order of all meetings shall be conducted as follows:
1. Call to Order
2. Prayer and Scripture
3. Roll Call
4. Proof of Notification
5. Adoption and voting of the agenda
6. Reading, adoption, and voting on the minutes of the preceding
meeting
7. Treasures Report
8. Proposed Budget (Annual Meeting Only)
9. Election of Board Members (Annual Meeting Only)
10. Report of officers
11. Report of committees
12. Membership Report (Annual Meeting Only)
13. Unfinished business
14. New business
15. Adjournment of the meeting
j. Fiscal Year
i.

The RACCM will adopt the calendar year as the fiscal year, which will
end on December 31st.
1. The fiscal year, if needed, can be changed at the discretion of the
Board of Directors.

RACCM Officers and Board of Directors
S. RACCM Board Directors
a. RACCM is governed by the Executive Director and 15 Board of Directors.
i.
They oversee the program and help in the administrative process.
1. At least 5 of the board members should be members of Bethel
AME Church.
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ii.

Board of Directors are elected to their position and will serve at least
two terms (years) unless they resign.

iii.

Vacancies are filled on the Board of Directors for the unserved time of
the term.

T. RACCM Executive Board of Directors
a. The Executive Board will consist of six elected officers and the Executive
Director.
i.

The Executive Board will be elected from members of the Board of
Directors.

ii.

They will hold their office for a term of one year.

iii.

The Executive Board will consist of:
1. Chairman/President
2. Vice-Chairman/Vice President
3. Secretary, an Assistant Secretary/Parliamentarian
4. Treasurer
5. Assistant Treasurer

iv.

An office can be removed with cause by a two-thirds vote from the
Board of Directors at a regular meeting or a special meeting.

U. RACCM 2021-2022 Board Members
a. Wilbur Ferguson (President Emeritus)
b. Glenda Goard
c. Chris Hennkens (Tech Support)*
d. Richard Jackson (President)*
e. Dr. Michael Joyner
f. Lolita Law (Technical Writer)*
g. Cheryl Mills
h. Samuel Moore*
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i. Holly Pittman
j. Sandi Smith (Secretary)*
k. Joana Scholtz (Educational Director)*
l. Angela Thomas (Vice President)
m. Louise Turner (Assistant Treasurer)
n. Ivory Wallace (Treasurer)*
o. Natalie Teemer Washington (Esquire)*
p. Walter Williams*
q. Edna Wagner (Executive Director)*
i.

The * denotes the SOP committee members

V. Officer Duties (For a more exhaustive description of duties, see RACCM Bylaws)
a. Chairman/President: The Chairman/President will officiate all meetings of the
members and at all meetings of the Board of Directors or Executive Committee.
i.

The Chairman/President will present a report at each annual meeting
regarding RACCM.

ii.

When authorized by the Board of Directors, the President will sign and
make all deeds, contracts, and agreements in the name of the RACCM.

b. Vice-Chairman/Vice President: In the absence or inability of the
Chairman/President to perform their duties, the Vice President shall perform all
the duties of the Chairman/President.
i.

They shall have all the powers of the Chairman/President.

c. Secretary: The Secretary will record and keep minutes of all meetings of the
members.
i.

The Secretary will send an email to members of future meetings and any
correspondence.

ii.

They will be the keeper of all records regarding RACCM and the current
membership.

d. Assistant Secretary/Parliamentarian: The Board of Directors can appoint an
Assistant Secretary/Parliamentarian to assist in performing the duties of the
Secretary.
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i.

If the Secretary cannot perform their duty, the Assistant
Secretary/Parliamentarian will take over those duties.

ii.

The Assistant Secretary/Parliamentarian shall become familiar with
Roberts Rules of Order and serve as Parliamentarian at all meetings.
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e. Treasurer: The Treasurer will keep accurate accounts of RACCM assets,
liabilities, receipts, disbursements, gains, losses, capital, surplus, and securities.
i.

The Treasurer shall deposit all funds received in the name of the
RACCM.

ii.

When authorized by the Board of Directors, the Treasurer will sign,
make, and endorse all checks, drafts, and receipts in the name of the
RACCM.

iii.

They will submit a financial report at the annual meeting of the members
and a statement regarding the finances of RACCM at each regular
meeting of the Board of Directors.

f. Assistant Treasurer: The Board of Directors may appoint an Assistant
Treasurer to assist in performing the duties of the Treasurer.
i.

The Assistant Treasurer will perform any duties at the direction of the
Treasurer or the Board of Directors.

W. Committees
RACCM committees are designated by the Board of Directors to support the organization
financially and the local community.
a. The Board of Directors will control the responsibilities and function of the
community. The committees are identified as the following:
ii. Fundraising Committee
iii. Grant Writing and Management Committee
iv. Marketing and Social Media
v. SOP Writing Committee
vi. Educational Committee
vii. Technology and Support
B. RACCM Budget
a. The Richard Allen Cultural Center and Museum operate on a yearly budget cycle.
b. Their yearly expense and budget consist of:
i. The Executive Director's salaries, wages, benefits, 401K, travel, staff
development, and convention fees.
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ii. Some expenses include but are not limited to supplies, marketing and
fundraising, website maintenance, telephone, utilities, gift shop, building
security, insurance, and maintenance.
C. Donations
a. Each year the Cultural Center does receive donations from the community and the
following activities:
i. Annual Donations
1. Community members, family, and friends host personal
fundraisers using social media and varied avenues to raise money
for RACCM
ii. Membership Drives
1. Individuals, organizations, and corporations partner pay annual
membership dues or sponsorship for the RACCM in the following
categories
a. Individual and Family support - $15.00 - $100.00
b. Business organization sponsorship - $250.00 - $1000.00
iii. Grants
1. RACCM is the recipient of many communities, state, and federal
grants.
a. Potential grants are applied for and managed by the Grant
Committee by approval of the Board of Directors.
iv. Fundraisers
1. Christmas Tea (December)
2. Motown Dance (April)
3. Annual Golf Tournament (September)
4. Jazz by the River (August)
5. Auction (October – November)
6. Sporting KC Soccer Games
v. Museum Admission
vi. Tours
vii. Workshops
1. RACCM hosts workshops to further educate the community about
African American History from the local area and more.
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viii. Giftshop Income
1. RACCM giftshop sells t-shirt, books, and other memorabilia, and
those funds are used for the organization's operation.

The RACCM SOP Writing Committee has made tremendous progress towards its SOP,
but they will need to have further revisions to add more content and sections. “Standard
operating procedures’ is jargon for “how we do things around here.’ When you establish
procedures for certain situations and tasks, you ensure that everyone in your nonprofit is on the
same page” (Gauss, 2021). RACCM Writing Committee believes that a well-written SOP will
ensure that the essential areas are included in the document. The SOP will allow them to
maintain continuity across all areas, positions, and duties. It will also define the standards,
morals, and principles of the organization.
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Chapter V: Conclusion: An SOP Exists Now What?
The SOP that is being written for RACCM is a living document that will require constant
revisiting and updating. Based on the results of the data, it can be concluded:
1. An SOPs is essential to any non-profit organization. It reduces redundancy and keeps all
involved on one accord.
2. An SOP will increase the effectiveness of the non-profit organization by knowing what
the day-to-day operations are and how to manage them.
3. An SOP will provide a collective set of procedures unique to the organization to ensure
goals are met in an efficient manner.
4. An effective SOP will allow everyone to know how the programs run, their roles, and
their expectations.
All non-Profits should and must establish and use an SOP for their organization. This stepby-step document will create a cohesive program where all the major components of the
organization are running effortlessly together. The SOP should be a significant factor in the
functional elements that run the program, ensuring continuity in the organization. RACCM is an
excellent example of a non-profit that could benefit from an SOP. Although still at the
beginning of their writing phase, RACCM’s writers, Executive Director, and the Board of
Directors will ensure that their SOP includes what their replacement could need to perform their
duties and the daily operations of their program. I would like to see RACCM include sections on
marketing, technology usage, social media usage, and a map added to their safety section with an
escape route identified in an emergency.
When writing SOPs, the organization must choose writers who are familiar with the
organization's process and the organization’s history. This knowledge will guarantee that the
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writers will not miss any important detail that should be included in the SOP. The writers must
also know the type of SOP they would like to create while gathering their information for this
document, ensuring a well-written document that will be inclusive to all in the organization.
When writing, the writers must also consider their audience because the SOP must be tailored to
their organization's working and volunteering populace.
The SOP is a living document, which means the SOP must be updated frequently. As the
organization grows, changes to the SOP will need to be updated as well. I recommend that the
RACCM SOP committee review the document every two years and recommend changes to the
Board of Directors. In addition, the SOP should be updated if there are new positions,
committees, or any changes with the existing policy. These changes should be reviewed,
suggested to the Board of Directors, and added to the SOP immediately to avoid a backlog of
changes accumulating every two years.
The SOP writers must do further research to ensure that non-profit organizations meet federal
and state regulations, such as ethics, conflict of interests, financial documentation, donations, and
acceptance of gifts. According to Jeremy Barlow, the Director of Digital Marketing at Boarded
Effect states, “Each type of nonprofit organization has government regulations that it must
follow to retain its nonprofit status. Nonprofit organizations are like every other type of
organization in that the type of IRS filing guides the activities that they can and cannot perform.
As long as they follow the federal, state, and local laws for their type of organization, they will
remain fully compliant with tax laws” (2017). Non-profit organizations must ensure that all
legal guidelines and regulations are met and followed.
Finally, the SOP is essential to the non-profit organization, and once completed, the SOP will
enable the new volunteers and existing volunteers to know what is expected of them. A well-

STANDARD OPERATING PROCEDURES (SOP)

52

written, effective, and efficient SOP will streamline, organize, help the organization run more
professionally, covering every aspect of the organization's programs, events, and policies used to
run the program. I would like to see all non-profit organizations work with a technical writer to
create a quality and efficient document that ensures the organization can meet all regulations and
legal requirements. The SOP will also help ensure that the organization maintains the quality of
service the community comes to expect from any non-profit organization, empowering them to
remain an asset to their community. After all, RACCM is an asset to the community it serves,
and they want to make sure that their organization remains this way. This goal should be the
goal of any non-profit organization.
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RACCM BYLAWS
BYLAWS OF
THE RICHARD ALLEN CULTURAL CENTER & MUSEUM, INC.
(RACC&M, INC.)
ARTICLE I
OFFICES
SECTION 1. Name. The Name of this Corporation shall be the Richard Allen Cultural Center
& Museum, Inc.
SECTION 2. Principal Office. The principal office of the Corporation shall be located in
Leavenworth County, Kansas, as such address as may be designated, from time to time, by the
Board of Directors.
SECTION 3. Registered Office. The registered office of the Corporation required by the laws of
the State of Kansas may be, but need not be, identical with the principal office of the Corporation
in the State of Kansas. The Corporation, by resolution of its Board of Directors, may change the
location of its registered office to any other person or corporation, including itself.
ARTICLE II
MEMBERSHIP
SECTION 1. Members. Any individual, organization, and/or corporate entity interested in
encouraging research, study, and fostering greater awareness of African-American heritage and
who has paid annual membership dues are accepted for membership in the Richard Allen
Cultural Center & Museum, Inc. A member in good standing is a member who has paid the
annual dues each year. Each member shall notify the Secretary of his or her name and address.
ARTICLE III
MEETINGS
SECTION 1. Annual Meetings. All Annual meetings of members shall be held on the third
Monday in January each year, at a time and place as may be designated by the Board of
Directors. If the day herein designated falls upon a legal holiday, the meeting shall be held upon
the first secular day thereafter. Written notice of each annual meeting shall be given to each
member in good standing either personally or by mail or by other means of written
communications, charges prepaid, addressed at his/her address appearing on the books of the
Corporation for the purpose of notice. All such notices shall be sent to each member entitled
thereto not less than five (5) days nor more than thirty (30) days before each annual meeting and
shall specify the place, the day, and the hour of each meeting.
SECTION 2. Special Meetings. Special meetings of members, for any purpose(s) whatsoever,
may be called at any time by a majority of the Directors. The Board of Directors shall also call a
special meeting whenever so requested in writing by members representing no less than 10% of
the membership of the Corporation. Notice of such special meeting shall be given in the same
manner as for annual meetings of members. Such notices shall, further, specify the general
nature of business to be transacted. No business other than that specified in the notice of the
meeting shall be transacted at the special meeting.
SECTION 3. Roberts Rules of Order. The most current revision of Roberts Rules of Order shall
be used for the conduct of Board of Director’s meetings, the meetings of members, and all
committee meetings of the Corporation as otherwise provided hereunder or in the Articles of
Incorporation.
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SECTION 4. Adjourned Meetings and Notice Thereof. Any meeting of members, annual or
special, whether or not a quorum is present, may be adjourned from time to time by the vote of a
majority of members; but in the absence of a quorum, no other business may be transacted at
such meeting. When any meeting of members, either annual or special, is adjourned for thirty
(30) days or more, notice of the adjourned meeting shall be given as in the case of an original
meeting. Except as aforesaid, it shall not be necessary to give any notice of an adjourned
meeting if the time and place thereof are announced at the meeting at which such adjournment is
taken.
SECTION 5. Record Date. The Board of Directors may fix a time in the future as a record date
for the determination of the members entitled to notice of and to vote at any meeting of
members. The record date so fixed shall be not more than sixty (60) days prior to the date of the
meeting or event for the purpose for which it is fixed. When a record date is so fixed, only
members who are such of record on that date are in good standing and entitled to notice and to
vote at the meeting.
SECTION 6. Voting. Unless the Board of Directors has fixed in advance, pursuant the Article
III, Section 4, a record date for purposes of determining entitlement to vote at the meeting, the
record date shall be as of the close of business on the day next preceding the date on which such
notice is given. Such vote may be by voice or by ballot; provided, however, that all elections for
directors must be by ballot upon demand made by a member at any election and before voting
begins. Every member entitled to vote at any election shall have one vote. The candidates
receiving the highest number of votes up to the number of directors to be elected shall be elected.
SECTION 7. Quorum. The presence, in person or by proxy of persons entitled to vote, 34% of
the members in good standing of any meeting of members shall constitute a quorum for the
transaction of business. The members present at the duly called or held meeting at which a
quorum is present may continue to do business until adjournment, notwithstanding the
withdrawal of enough members to leave less than a quorum. In such event, a majority of those
voting on any matter before such meeting shall constitute action by the members at such
meeting.
SECTION 8. Proxies. Vote or appearance by proxy is permitted.
SECTION 9. Order of Business. The order of business at all meetings of members shall be as
follows:
1. Roll Call
2. Proof of notice of meeting or waiver of notice
3. Reading of minutes of preceding meeting
4. Report of officers
5. Report of committees
6. Election of Inspectors of Election
7. Election of Directors
8. Unfinished business
9. New business
SECTION 10. Inspection of Bylaws. The Corporation shall keep in its principal office for the
transaction of business the original or a copy of these Bylaws as amended or otherwise altered to
date, certified by the Secretary, which shall be open to inspection by the members at all
reasonable times during the ordinary business hours.
ARTICLE IV
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DIRECTORS
SECTION 1. Number and Qualifications of Directors. The Corporation shall be governed by a
Board of Directors, consisting of not more than fifteen (15) persons, at least five (5) of whom
should represent Bethel AME Church from the general church membership.
SECTION 2. Powers and Duties. Subject to limitations of the Articles of Incorporation, of the
Bylaws, and the Kansas Corporation Code, and subject to any delegation of power prescribed by
or under these Bylaws, all corporate power shall be exercised by or under the authority of, and the
general business and affairs of the Corporation shall be controlled by the Board of Directors.
SECTION 3. Term of Office. Directors shall be elected for a term of two (2) years, and thereafter
until his/her successor has been elected.
SECTION 4. Election. At the annual meeting of members, the membership shall elect directors
for those positions on the Board of Directors for which the term has expired. Persons receiving a
majority of the votes cast shall be elected to the Board of Directors for a two-year term.
SECTION 5. Meetings. Immediately following each annual meeting of members, the Board of
Directors shall hold a meeting for the purpose of organization, election of officers, and the
transaction of other business. Director’s meetings may be held at such other times as the Board of
Directors may determine. Special meetings of the Board of Directors may be called by the
Chairman/President, Vice Chairman/Vice President or the Secretary upon written request of one
Director.
SECTION 6. Notice of Meetings. Written notice of each Board of Directors meeting shall be
given to each Director, either personally or by mail or by other means of written, or digital,
communication, charges prepaid, addressed at his/her address appearing on the books of the
Corporation for the purpose of notice. All such notices shall be sent to each Director not less than
five (5) days nor more than thirty (30) days before each meeting and shall specify the place, the
day, and the hour of such meeting. Such notice shall specify the time and place for each meeting
and specify the general nature of business to be transacted. At any meeting at which every member
of the Board of Directors shall be present, although held without notice, any business may be
transacted which might have been transacted if the meeting had been duly called.
SECTION 7. Quorum. At any meeting of the Board of Directors or the Executive Committee,
fifty percent (50%) of the members of the Board or Committee shall constitute a quorum for the
transaction of business.
SECTION 8. Voting. At all meetings of the Board of Directors or the Executive Committee, each
Director is entitled to one (1) vote.
SECTION 9. Removal of Directors. Any one or more of the Directors may be removed with
cause, at any time, by a vote of the members representing a majority of the members in good
standing, at any annual meeting or special meeting called for that purpose. Nonpayment of
annual membership dues by March 1, of each year is cause for immediate removal of a Director.
SECTION 10. Vacancies. Vacancies on the Board of Directors may be filled for the unexpired
portion of the term by a majority of the remaining Directors, although less than a quorum, or by a
sole remaining Director, pursuant to terms and provisions of the Kansas Corporation Code.
SECTION 11. Committees. The Board of Directors may designate by resolution one or more
committees with such powers, duties, and functions, and on such terms and conditions, as the
Board may prescribe and as may be authorized under the terms of the General Corporation Code
of the State of Kansas now in effect, or as hereafter amended, with such authority as may be
prescribed by the Board.
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SECTION 12. Executive Committee and Executive Director. The Board of Directors may
delegate all powers of specific control and management to an Executive Committee consisting of
the six (6) elected officers. Such officers shall be elected from the members of the Board of
Directors. The Executive Committee shall have complete authority to act for the Board of
Directors pursuant to rules and regulations which the Board of Directors adopts for the conduct of
the Executive Board meeting and the management of the Corporation. The Executive Committee
may not dissolve the Corporation nor enter into debts greater than $10,000 on behalf of the
Corporation without the approval of the Board of Directors. The Executive Committee shall retain
these powers during all periods of time when the Board of Directors are not meeting. The Board
of Directors may designate an Executive Director of the Richard Allen Cultural Center & Museum,
Inc. to manage the day-to-day business and operation of the Center.
ARTICLE V
OFFICERS
SECTION 1. Officers. The officers of the Corporation shall be a Chairman/President, a Vice
Chairman/Vice President, a Secretary, an Assistant Secretary/Parliamentarian, a Treasurer, and
an Assistant Treasurer.
SECTION 2. Election. The officers of the Corporation, except such officers as may be
appointed in accordance with the provisions of Section 3, or Section 5, of this Article V, shall be
chosen annually by the Board of Directors for a term of one year, and each shall hold his or her
office until she or he resigns or is removed or is otherwise disqualified to serve, or until his or
her successor shall be elected.
SECTION 3. Subordinate Officers. The Board of Directors may appoint such other officers as
the business of the Corporation may require, each of whom shall have only such authority and
perform such duties as are provided in these Bylaws or as the Board of Directors may, from time
to time, specify and shall hold office until such officer shall resign or be removed or otherwise
disqualified to serve, or until such position shall be eliminated by the Board of Directors, or until
the expiration of the term for which such subordinate officer was appointed.
SECTION 4. Vacancies. A vacancy in any office because of death, resignation, removal,
disqualification, or other cause shall be filled by the Board of Directors without undue delay, at
its next regular meeting or at a special meeting called for that purpose.
SECTION 5. Removal or Resignation. Any officer may be removed with cause, by a vote of
two-thirds (2/3) of the Board of Directors at any regular meeting or special meeting of the Board
called for that purpose, or except in the case of an officer chosen by the Board of Directors, by
any officer upon whom such power of removal may be conferred by the Board of Directors.
SECTION 6. Duties of Officers. The duties and powers of the officers of the Corporation shall
be as follows:
1. Chairman/President: The Chairman/President shall preside at all meetings of the
members and at all meetings of the Board of Directors or Executive Committee.
The Chairman/President shall present a report at each annual meeting on the
condition of the business of the Corporation. He/she shall cause to be called
regular and special meetings of the members and Directors in accordance with
these Bylaws. He/she shall have such powers as may be specified by the Board of
Directors from time to time. When authorized by the Board of Directors, he/she
shall sign and make all deeds, contracts and agreements in the name of the
Corporation as directed by the Board of Directors. When authorized by the Board
of Directors, he/she shall sign all notes, drafts or bills of exchange, warrants or
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other orders for the payment of money duly drawn by the Treasurer. He/she shall
enforce these Bylaws and perform all the duties incident to the position and
office, and which are required by law.
Vice Chairman/Vice President. In the absence or inability of the
Chairman/President to render and perform his/her duties, the Vice President shall
perform all the duties of the Chairman/President, and when so acting shall have
all the powers of, and be subject to all the restrictions upon, hereby given to or
imposed upon the Chairman/President. If there be subordinate Vice Presidents
(i.e., First Vice President, Second Vice President, etc.) which Vice President shall
perform in the Chairman/President’s absence shall be designated by the Board of
Directors.
Secretary. The Secretary shall keep, or cause to be kept, a book of minutes of all
meetings of the members. The Secretary shall give and serve all notices of
meetings of the Corporation. He/she shall be custodian of the record and of the
seal and shall affix the latter when required. He/she shall keep, or cause to be
kept, a membership ledger showing the names of members in good standing,
alphabetically arranged, with their respective places of residence, their post office
address, the time at which each person became a member, and the amount paid
thereon; and keep, or cause to be kept such membership books open for inspection
during regular business hours at the office of the Corporation, subject to the
inspection of any member in good standing of the Corporation.
Assistant Secretary/Parliamentarian: The Board of Directors may appoint an
Assistant Secretary/Parliamentarian to perform or assist in performing those
functions and duties of the Secretary as outlined herein and all the duties incident
to the office of Secretary, at the direction of the Secretary or at the direction of the
Board of Directors if the Secretary is, for whatever reason, absent or unable to
serve in his/her capacity. The Assistant Secretary/Parliamentarian shall attend to
all correspondence and present at all meetings of the Board of Directors all
communications or correspondence addressed to the Corporation or its members.
The Assistant Secretary/Parliamentarian shall become familiar with Roberts Rules
of Order and will serve as Parliamentarian at all meetings.
Treasurer. The Treasurer shall keep and maintain, or cause to be kept and
maintained, adequate and correct accounts of its assets, liabilities, receipts,
disbursements, gains, losses, capital, surplus and securities. The Treasurer shall
deposit all funds received in the name of the Corporation in such bank or banks,
trust company or companies or safe deposit vaults as the Board of Directors may
designate. When specifically authorized by the Board of Directors, the Treasurer
shall sign, make and endorse in the name of the Corporation, all checks, drafts,
receipts, therefore, under the direction of the President or Board of Directors.
He/she shall exhibit at all reasonable times his or her books and accounts to any
Director or member in good standing of the Corporation upon application at the
office of the Corporation during regular business hours. He/she shall render a
financial report at the annual meeting of the members and a statement of the
condition of the finances of the Corporation at each regular meeting of the Board
of Directors and at such other times as shall be required of him or her.
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6. Assistant Treasurer. The Board of Directors may appoint an Assistant Treasurer
to perform or assist in performing those functions and duties of the Treasurer as
outlined herein. The Assistant Treasurer shall perform any and all such duties at
the direction of the Treasurer or at the direction of the Board of Directors if the
Treasurer is, for whatever reason, absent or unable to serve in his/her capacity.
SECTION 7. Bond. The Treasurer and Assistant Treasurer shall, if required by the Board of
Directors, give to the Corporation such security for the faithful discharge of his/her duties as the
Board may direct.
ARTICLE VI
OTHER STAFF
SECTION 1. The Executive Committee shall appoint and remove, employ and discharge, and
fix the compensation of all servants, agents, employees and clerks of the Corporation other than
the duly elected officers, subject to the approval of the Board of Trustees.
ARTICLE VII
MISCELLANEOUS
SECTION 1. Checks, Drafts and Other Evidence of Indebtedness. All checks, drafts, or other
orders for payment of money, notes or other evidence of indebtedness issued in the name of the
Corporation shall be signed or endorsed by such person or persons and in such manner as, from
time to time, shall be determined by resolution of the Board of Directors.
SECTION 2. Annual Report. The Board of Directors may cause to be presented or sent to the
members reports in such form and at such time as may be deemed appropriate by the Board of
Directors.
SECTION 3. Contracts, Deeds, and Other Documents, How Executed. The Board of Directors,
except as in these Bylaws otherwise provided, may authorize any officer or officers, agent or
agents, to enter into any contract or execute any instrument in the name of and on behalf of the
Corporation, and such authority may be general or confined to special instances. Unless so
authorized, no officer or agent or employee shall have any power or authority to bind the
Corporation by any contract or engagement or to pledge its credit or to render it liable for any
purpose in any amount; provided, however, that any deeds or other instruments conveying land
or any interest therein shall be executed on behalf of the Corporation by the Chairman/President
or Vice Chairman/Vice President, or Executive Director or by any agent or attorney so
authorized under letter of attorney or other written instrument which was executed on behalf of
the Corporation by the Chairman/President or Vice Chairman/Vice President.
SECTION 4. Indemnification. The Corporation shall exercise the powers to indemnify, make
advancements and obtain insurance to the full extent permitted or authorized under K.S.A. 176305, as amended, from time to time, or any statute adopted in substitution thereof and according
to the law of the State of Kansas. The Corporation shall make advancement authorized by the
statute upon request. Indemnification by the Corporation is mandatory to the extent permitted by
law.
SECTION 5. Fiscal Year. The fiscal year of the Corporation shall be the calendar year. The
Board of Directors shall have the power to fix, and from time to time, change the fiscal year of
the Corporation. In the absence of action by the Board of Directors, the fiscal year of the
Corporation shall end each year on the 31 st day of December, until such time, if any, as the fiscal
year shall be changed by the Board of Directors.
ARTICLE VIII
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AMENDMENTS
SECTION 1. Power of Members in Good Standing or Directors. The Bylaws of the Corporation
may, from time to time, be repealed, amended or altered, or new Bylaws may be adopted, by
either of the following methods.
1. By the members in good standing and entitled to vote, by unanimous written
consent or at any annual, regular or special meetings thereof; or
2. By a resolution adopted by a majority of the Board of Directors of the
Corporation then in office, provided, however, that the amended, altered,
repealed, or new Bylaws be presented and proposed at a regular, special or
annual meeting of the Board of Directors and voted upon at a subsequent
regular meeting. Notice of any amendment of the Bylaws, by the Board of
Directors shall be given to each member having voting rights at the next
annual meeting of the members.

CERTIFICATE
The undersigned does hereby certify:
1.
That the undersigned are duly elected and acting officers of the Richard Allen
Cultural Center & Museum Corporation; and
2.
That the foregoing Bylaws constitute the amended Bylaws of said Corporation as
duly adopted at the meeting of the Board of Directors thereof duly held on the
15th day of February 2021.
IN TESTIMONY WHEREOF, I have hereunto subscribed my name this 15th day of February
2021.
______________________________
President
______________________________
Vice President
______________________________
Secretary
______________________________
Treasurer
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